
Grade: Salary Range: 

Duties and Responsibilities:

Qualifications and Education

Job Title:

: 1015 Half Street SE, Washington DC, 20003 

: dchr@dc.gov 

: (202) 442-9700 

Job Summary:


	Agency Name: DCHR
	Text1: Religious Accommodation Specialist
	Text2: 11
	Text3: $62,751 - 80,900
	Text4: This position is in the District of Columbia Department of Human Resources (DCHR). This agency is tasked with the responsibility of ensuring compliance with Mayor’s Order 2021-099 – COVID- 19 Vaccination Certification Requirement for District Government Employees, Contractors, Interns, and Grantees, Section III of the Order – Exemptions, and Mayor’s Order 2021-109 – COVID-19 Vaccination Requirement for Adults Regularly in Schools or Child Care Facilities, and for Student-Athletes, Section IV of the Order – Exemptions. 

The incumbent in this position functions as a Religious Accommodation Specialist, responsible for ensuring that District government employees comply with Section III of Mayor’s Order 2021- 099, exempting the employees from the vaccination requirement based on their religious beliefs or practices. 
	Text5: Examines documents; reviews policies; and collects and analyzes information to assess compliance with COVID exemption requirements. Ensures that information and/or concerns are thoroughly reviewed for adherence to Mayor’s Order. 

Interprets the guidelines in the Mayor’s Orders/Issuances to determine if appropriate information has been submitted, and follows up to assure that any relevant information, if required, has been provided by the employee. 

Analyzes and verifies information for the exemption requirement for employees, including daily entry in the online tracking system. 

Follows up with employees to request any relevant information, ensuring that all accommodation process steps have been met. Develops, recommends, and implements corrective actions to remedy any deficiencies. 

Provides guidance to District government employees on required documents; and the processing of accommodation documents. Communicates with HR representatives and employees on how to upload documents. 

Prepares reports and queries in the Human Resources Information System (HRIS) to determine employees who haven’t uploaded required exemption documents. Uses the HRIS to generate, upload documents, and pull random employees in verifying uploaded documents. Notifies agency HR staff of employees who remain non-compliant. 

Responsible for reviewing and analyzing submitted documents to ensure information uploaded in HRIS meets the exemption requirements. Informs appropriate management level supervisors regarding potentially deficient/non-compliant issues. Communicates findings to agency HR representatives and DCHR leadership. 
	Text6: Candidate must possess at least one (1) year of specialized experience equivalent to the CS-9 grade level in the District of Columbia government service which demonstrates the ability to perform the duties of the position. Specialized experience is experience that is directly related to the position and has equipped the individual with the knowledge, skills, and abilities to successfully perform the duties of the position; OR an equivalent combination of education, experience and/or training.


